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Note: The screen shots used in this document are from one of the testing environments,
however they are an accurate representation ofipction.Screen shots of Effort

Reports are not included due to the fact that the data in the test environment is live data
and some of the information on the Effort Report is confidential.
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Logged in as: DCHUMPHR

= TEARS ;I New Window | Help | rEu
- Create Effort Reports
- Update Table with PI Cost Sharing Setup
(s Enter any information you have and click Search. Leave fields blank for a list of all values.
- Cost Sharing Edit Extracts
- Create Tears Effort ‘f Find an Existing Value Y Add a New Value \
Control
- Cost Sharing Yearly
Report EmplID: Ibegms with = | l\ Q
- Certify My Effort Report Empl Red Nbr: I: =l l
gefonlicrotilndas Department: I begins with LI l
- Effort Report Certify
From Acct Cd: begins with »
- Effort Report Inquiry I g _” Q
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- Tears Control Dates To Acct Cd: | begins with ¥ || Q
b Cost Sharing Setup Cost Sharing Begin D:ta:lz LI l @
- Effort Report List Cost Sharing End Date: |= ;I I El
- Cost Sharing Report Name: lbegms with LI l
- Qvercharge Report " I Case Sensitive
- Admin Edit Reports
+ Negative Eamings Report Search I Clear I Basic Search Save Search Criteria
[ NCSU Reports
" Manager Self Service Find an Existing Value | Add a New Value
[ Workforce Administration
[ Benefits LI
Done [T [ [ [ [ [Ehmtemnet ®100% v |

The 6Cost Shar i ng bSuwsédiopi8playencaxistiogisetup @nto adda n

a new Setup. OFind an Existing Valued is wuse
entered. You can use this tab just to inquire or to make changes to an existing Setup.

0Add a New Va ldarew Setugntar ang idforrhation god have into the

A

fields shown and click 6Search. 0

NOTE: There are some instances when an existing Setup cannot be chifangetbr
an effort reporting period for which an Effort Report has already peeeratd.

Examples:

A Setup for 7/1/06 to 6/30/07 cannot be changed at all because the Effort Reports for
Fiscal Year 2007 have been generated and certified.

A Setup for 7/1/06 to 6/30/00 only the end date can lmhanged because the begin

date is for a timgeriod where an Effort Report has already been generated. If you
needed to change the percentage for Fiscal Year 2009 you would need to change the
end date to 6/30/08, save your change, and then add a new Setup for Fiscal Year
2009.
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- Create Effort Reports
- Update Table with PI Cost Sharing Setup
Names
- Cost Sharing Edit Extracts | Find an Existing Value | Add a New Value \
- Create Tears Effort
Control
- Cost Sharing Yearly EEE IDUUDD6883 Q
Report Empl Red Nbr: | 0
° =iy YyErm R Department: 140701
- Effort Report Update
- Effort Report Gery From Acct Cd: |271083 Q
- Effort Report Inquiry From Account: |5131 9
= Survey Period Inquiry To Acct Cd: |538021 Q
- Tears Control Dates Cost Sharing Begin D:te:I?WZDDS [5)
» Cost Sharing Setup Cost Sharing End Date: |a/30/2009| [5
- Effort Report List
- Cost Sharing Report Add
- QOvercharge Report e
- Admin Edit Reports Find an Existing Value | Add a New Value

- Negative Earnings Report
[ NCSU Reports
[- Manager Self Service
[ Workforce Administration
[ Benefits LI

[T T [ T | [Eintemnet R10% v

The O0AddalaueNeewt &b i s used to add a new Set.
the employee you wish to add as shown abov
Record Number o6 defaults to zero, which is
however, Graduate Students siimes have more than one job so they have multiple

job records. You must use the correct record or you will not have any cost sharing

showing on the Cost Sharing Repaitghe Effort ReportAlso, you should always

use the full 6 digit OUC where the erapee is assigne@nd remember that the

empl oyee must have salary charged to the
entered on the Setup or you will not have any cost sharing showing on the Cost

Sharing Reports or the Effort Report. Once you have eshtiye information click

6Add. 6

(@}
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Please enter the Cost Share Information, press the Verify button, then press the Save button :l
*EmplID IDOOOOGSSE Employee Name Holder Jr Jimmie W
Employee Pay Type 12 Employee Rl:d#l_o “Department |140701 X IES Operations
“From Account Code |271083 G [51319 CONTRACTS & GRANTS
*To Account Code |538021 Q 51119 Cont/Grant Residue
“Begin Date [orrotrz008 5 “End Date |05/30/2009_ [
Cost Sharing Percent l %
Verify Survey Period I Cancel I
Cost Sharing N Survey Period % Effort Report % .
y 0 o iod ¥ (SRR AL R
Percent DGR (days assigned/total days)  (CS% x survey period %) el SenEnBdEe
[T T [ T | [Eintemnet ®100% v |

Add the 6Cost Sharing Percento

and

cl

(@}
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Cost Sharing Setup

Logged in as: DCHUMPHR

New Window | Help | Customize Page | o&,

“Emplip [000006883

Employee Pay Type 12

Please enter the Cost Share Information, press the Verify button, then press the Save button

Employee Rl:d#l—D

“From Account Code IZH 083

“Begin Date]omwzoos lE]

Cost Sharing Percent I 5 o

Verify Survey Period

Cost Sharing Survey Period ID

Q Js1319
“To Account Code |536021 Q 51119

Employee Name Holder Jr Jimmie W

‘Depar':mentl“‘mm1 Q IES Operations

CONTRACTS & GRANTS

Cont/Grant Residue

“End Date IOGIEOIZOOB [&

Cancel I

Survey Period %

First €] 10f1 [ Last

Customize | Find | View All | ]
Effort Report %

Percent days assigned/total days CS8% x survey period % Lol v e

Fiscal Year 2009 (12/12)
5% Total of 365 days 2008-07-01 To 100.000%  (365/365) 5% (5% X 100.000%) DCHUMPHR 08/05/08 1:06PM

2009-06-30
EISaval

[T T T [ [ I mtenet H100% v g

I f the Setup |l ooks the way you want it
before you exit or the SetupifySurkey not

Period, DOES NOT SAVE the Setup.

NOTE: When you add a Setup it will not immediately appear on the Monthly/Grad
Cost Sharing Report. A payroll has to be processed bifereost sharing will show

on the reportA | s o,
t he

contract

t he

type

6 E mp Il autpreadcall populat€ gspoagtas wi |
was entered when the

Human Resources Systeifirhis happens most often with Graduate Studéiitsdoes

not def aul

t

you

wi || have to add 696 o

, c |

exi s
emp

r 61
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+ TEARS | New Window | Customize Page | 1=,
- Create Effort Reports

- Update Table with PI { Cost Sharing Rpt

Names
- Cost Sharing Edit Extracts

- Create Tears Effort

User ID DCHUMPHR Run Centrol IDDCHUMPHR
Control
- Cost Sharing Yearly

EmplID l Empl R d#l 0 |
Report s i

- Certify My Effort Report OR

- Effort Report Update | Departmentl—Q |
- Effort Report Certify

- Effort Report Inquiry OR

- Survey Period Inquiry | To Acct Cd | C, To Account | |

- Tears Control Dates

° CrsiEiE Ty EEly Report Frequem:yl < *Fiscal Year l *Fiscal Ferindl

» Cost Sharing Report

Report Form lPDFFWm =l [ clear | Retrieve |

- Overcharge Report
- Admin Edit Reports
- Negative Earnings Report

I- NCSU Reports [=] Notity |

[- Manager Self Service

I» Workforce Administration

[ Benefits

I Time and Labor _I
-

[T T [ [ [ nternet n100% v

The 6Cost Sharing Reportd menu option allo
empl oyees during the Fiscal Year. You can
or by OAccount Code/ AccoRepér {S5RXXXXenbgld
the dropdowmandc hoose O6Mont hlyéd or O6Grads. 6 You
OFi scal P e riiPeridd.1do 12, MradsRetiod ¥t026)C1 i ck 6 Sear cho

display the report.

r

NOTE: If an account code is missingrfta report, or you search by account code
and do not get a report this means one of several things:

1) TheCost Sharing Setup was not entered.

2) The Cost Sharing Setup has been entered since the last payroll was run.

3)y The O0From Account CotdeeCost SharingdSAtagpovasu nt 6 u s e d
invalid.

4) The empl oyee had no salary charged to the
0Account 6 used on the Cost Sharing Setup
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Logged in as: DCHUMPHR

= TEARS |
- Create Effort Reports

- Update Table with Pl { CS Yearly Report

Names

New Window | Gustomize Page | n5, =]

- Cost Sharing Edit Extracts

- Create Tears Effort
Control

User ID DCHUMPHR Run Ceontrol ID  DCHUMPHR

EmplID I |

} Cost Sharing Yearly Report

- Certify My Effort Report OR
- Effort Report Update

- Effort Report Certify | DSparknsat I Q‘ |

- Effort Report Inquiry

OR

- Survey Period Inquiry

- Tears Control Dates From Acct Cdl Q. From Accuuntl

- Cost Sharing Setup
- Cost Sharing Report fsiectt I X To Account l—
- Overcharge Report
- Admin Edit Reports *Fiscal Year I— Report Frequency Yearly

- Negative Earnings Report |_| Report Form I_PDF Form ~ =

[ NCSU Reports
[> Manager Self Service Clear I Retrieve I
[ Workforce Administration
[ Benefits

[ Time and Labor

I Payroll for North America | »| =

Done [T [ [ [ [ [Ehmtemnet ®100% v |

The 6Cost Sharing Yearly Reporto®é menu opt.i
a Fiscal Year. Tis report is available AFTER the Effort Reports for a Fiscal Year

have been generated. You may search by entering information into any of the fields
shown. The only required field is the O6Fi s
changes are madetoan&ff t Report. An O0*6 on the repor
amounts shown may not agree with Labor Distribution. The asteilistlisappear

once payroll processes only if the Effort Report agrees with Labor Distribution.
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- Cost Sharing Yearly
Report ' HUMAN RESOURCES SYSTEMS

Effort Report Certify
Effort Report Inquiry
Survey Period Inquiry
Cost Sharing Setup
Cost Sharing Report
Qvercharge Report
Admin Edit Reports
[ElNegative Earnings

- Cost Sharing Report

- Overcharge Report

- Admin Edit Reports

- Negative Earnings Report
[ NCSU Reports

Accounting Reports

I Manager Self Service Report
I Workforce Administration Workforce @ Time and Labor Payroll for North @,rm Workforce
[+ Time and Labor Administration Report, manage and L] America Development

approve time. create and
review schedules, and
produce payable time for
payroll and financial

Hire employees, add
non-employees, maintain
personal and job data,
administer global

Maintain employee
payroll infarmation,
process payrolls, collect
taxes and process year-

Perform Competency
Management and
Performance
Management, maintain

[- Payroll for North America
[- Workforce Development
I Organizational

assignments, labor systems. end requirements Faculty Events and
Development relations, absence and Approve Time Payroll Distribution Career Planning.
- Set Up HRMS vacation. Reports Competency
[ElParking Permit Management

I Reporting Tools
I HR Reporting System
- Online Employment System

Request Faculty Events
Personal Information

Job Information

Absence and Vacation

Self Senvice

Transactions

[ Student Information
Systems

Ll

- Effort Report Update
- Effort Report Certify Online Employment NCSU TEARS NCSU Reports
- Effort Report Inquiry E System Administration NCSU TEARS Stucture and contents for
. Submit and Manage Campus user Reporting =] Cost Sharing Yearl reporting
Survey Period Inquiry T VERTEE tasks RZ;UH R =IReport2Web
- Cost Sharing Setup HR Process F=|Efort Report Updata HR Reports
Commitment

Manager Self

QSErvil:e
Mavigate to self service
information and activities
for people reporting to
you.

Time Management
Job and Personal
Information
Compensation and
Stock

Organizational
Development
Maintain Succession
Planning and Position
Management.

Pasition Management

=l

[T T [ T | [Eintemnet R10% v

This screen shot shows the menu options available to Departmental and College TEARS
Coordinator s. Departmental access is | im
department. Coll ege | evel access is | i mi

R —
o d
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S3ELASE

= TEARS ;l Mew Window | Help | h@,
- Cost Sharing Yearly
fRepoil Effort Report
» Effort Report Update Enter any information you have and click Search. Leave fields blank for a list of all values.
- Effort Report Certify

{ Find an Existing Value
- Effort Report Inquiry

- Survey Period Inquiry

- Gost Sharing Setup EmplID: lbsgms with | l\
- Cost Sharing Report Survey Period ID: lbsgms with LI l Q
- Overcharge Report Department: lbsgms with LI l
- Admin Edit Reports Certified Flag: — LI l LI
- Negative Earnings Report Agrees with Labor:| = LI l LI
I NCSU Reports Fiscal Year: = Ll l
- Manager Self Service
I> Workforce Administration il | begns with =] |

[> Time and Labor First Name: Ibegms with | l
I> Payroll fer North America
I Workforce Development

[- Organizational
Development Search I Clear I Basic Search Save Search Griteria

- Set Up HRMS

I- Reporting Tools

[ HR Reporting System

= Online Employment System |_|
I Student Information LI

........

[~ Case Sensitive

[T T [ T | [Eintemnet R10% v

The &Effort Report Updat@menu option allows you to update an effort report that has not
been certified. If the Effort Report has been certified it must be uncertified before it can
be updated. You can enter information into any of thkel$i shown to search for affort
report. It is best to enter as much information as you have. Entering more information
makes the search run faster and limits the amount of information returned to just what is

A

needed. Enter any information you haveandcc k &é Sear ch. 6

Important Note:When updating a row that appears on t
changing the row to a true 0006 doeslfnot chan
it should truly be zero you will need to delete the row. Also, whangimg any row to

zero, it is best to make the change to zero
del ete the zero row(s) and click 6éSaved agai
on the Effort ReporR e me mber t o c¢ | i ¢ lkngésya havddmatiedotteav e t h
Effort Report.
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3iGLOSE HEHU

= TEARS

- Cost Sharing Yearly
Report

Effort Report Certify
- Effort Report Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

b Effort Report Certify

- Effort Report Inquiry

MELCAE IO

Bl search ncsu.edu Y

<HO
MyLinks: hd

Logged in as: MABAGGET

New Window | Help | o,

- Survey Period Inquiry

- Cost Sharing Setup EmplID: lbsgms with LI l
- Cost Sharing Report Survey Period ID: lbsgms with LI l o
- Overcharge Report Department: lbsgms with LI l
- Admin Edit Reports Certified Flag: - LI l LI
- Negative Earnings Report Agrees with Labor:| = LI l LI
" NCSU Reports Fiscal Year: = LI l
[- Manager Self Service
I> Workforce Administration Last Name: | begins with 7]
[> Time and Labor First Name: Ihegms with | l

I> Payroll fer North America
I Workforce Development

[~ Case Sensitive

[- Organizational
Development
- Set Up HRMS
I- Reporting Tools
[ HR Reporting System
= Online Employment System
I Student Information

........

Search I Clear I Basic Search Save Search Criteria

‘ | |® Internet

R100% v

The &Effort Report Certiy @nenu option is used to display and certifyEfort Report

that is for someone other than the actual emploeeess to this menu option is limited

to theDean, Department Head, ®EARS Coordinator. Any current employee that has an
Effort Report can also use this menu option to display and certify their Riépxrt,

however, accessing the Effort Report through Employee Self Service is the easiest option.
You maysearch using angf the fields shown. Enter any information you may have and

A

click 6Search. o
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Logged in as: MABAGGET

= TEARS ;I New Window | Help | rEu
- Cost Sharing Yearly
Report Effort Report Inquiry
e iocrotilnete Enter any information you have and click Search. Leave fields blank for a list of all values.
- Effort Report Certify
} Effort Report Inquiry ‘f Find an Existing Value \
- Survey Period Inquiry
- Gost Sharing Setup EmplID: lbsgms with | l\
- Cost Sharing Report Survey Period ID: lbsgms with LI l Q
- Overcharge Report Department: lbsgms with LI l
* Admin Edit Reports Current or Histnry:l begins with x| l
- Negative Earnings Report Certified Flag: = LI l LI
[- NCSU Reports
P ) Agrees with Labor:| = Ll | Ll
[- Manager Self Service
I> Workforce Administration TN - =
[> Time and Labor Last Name: Ihegms with | l
I> Payroll fer North America First Name: l begins with LI l
I Workforce Development - __
I Organizational CassESTSIiS
Development
- Set Up HRMS Search I Clear I Basic Search Save Search Criteria
I- Reporting Tools
[ HR Reporting System
= Online Employment System |_|
I Student Information LI
........
Done [T [ [ [ [ [Ehmtemnet ®100% v |

The O6Effort Report I nquiryéd menu option 1is
option cannot be used to certify or make changes to an Effort R€Ep®inenu can be

usedto search for Effort Reports that agree/do not agree with Labor Distribution, as well

as for Effort Reports that have/have not been certiffed. may search using any of the

fields shown. Enter any information you may

NOTE: Ushg thissearch option will only display a maximum of 300 records. If you are

in a large College and want to see, for example, all Effort Reports that have not been
certified at the 2 digit OUC |l evel, it is r
search option instead.
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MyLinks: -

CALENDAR | CAMPUS

Tab - MAB

Logged in as: MABAGGET
SIELAZE MERN

FULEE LI New Window | Help | hﬁ,
- Cost Sharing Yearly
Report

Survey Period Inquiry

» BrelierilEe Enter any information you have and click Search. Leave fields blank for a list of all values.
- Effort Report Certify
- Effort Report Inquiry Find an Existing Value

» Survey Period Inquiry

- Cost Sharing Setup RERRQiTe=s I: LI LI

- Cost Sharing Report ol Fraquancy:l - j‘ Gost Sharing Report
- Owvercharge Report Fiscal Year: |= | |Effort Report

- Admin Edit Reports

- Negative Earnings Report Search Clear I Basic Search Save Search Criteria
[ NCSU Reports
[- Manager Self Service
I» Workforce Administration
[ Time and Labor
[- Payroll for North America
[- Workforce Development

[- Organizational
Development

I Set Up HRMS

[- Reporting Tools

I HR Reporting System

- Online Employment System |_|
[> Student Information LI

Done [T T [T [ [ [&mntenet ®100% v |

The Survey Period Inquiry menu option is primarily for use by the Office of Contracts
and Grants so it will not be discussed in detail. It is used to see the survey periods that
have been creadl and the Effort Reports that have been generated.



Y ou now have the option to run some of the edit reports that could only be run by the

Office of Contracts and Grants in the past. Our office will continue to run and distribute

these repds as we have in the past, however, you may run them if you choose to do so.

Please note that there is no OUC restriction on the reports as they contain no confidential
information therefore thereports will display information for all Colleges not jysiurs.

You may run the reports using the 6CSVO6 opti
allow you to sort and delete information as you choose. The reports and instructions are
discussed below.
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You may select the forat in which you wish to run the report from the list in the drop
down menu. The default i s OPDF. 6 Selecting 0
Excel and save it as an Excel fildter entering the server name and selecting a format,
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